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MEMORANDUM

TO: All Managers and Supervisors

FROM: Cindy Francisco
Safety Coordinator

DATE: January 26, 2001

SUBJECT: SAFETY MEETING IDEAS -- JANUARY 2001
                                                                                                                                                

Suggested issues to discuss during your next meeting are:

1. What to Do If In The Case of a Shooting

Since the recent shooting in Grass Valley, many employees have asked me what to
do when there is a shooting.

If a person appears with a weapon:

• Seek cover or escape from the area.
• If possible, contact 9 - 911.
• Warn others in the immediate vicinity.
• Close doors and alert others to do the same. Stay in protected areas until told by

law enforcement indicate that it is safe to come out
• If possible, notify your supervisor, Emergency Team Members and California

Highway Patrol.

If you hear that there is a fugitive loose in the immediate area, what pre-cautions
should you take:

• Lock the door to your facility or vehicle
• Listen to the local news station to hear law enforcement advisories and updates
• Only leave the facility when law enforcement deems it safe



2. What To Do If You Receive A Bomb Threat Telephone Call

Recently a bomb threat was received in Sacramento.  The caller did not mention
ARB specifically, nor use the employee's name.  It was the only call received and
procedures were followed for notification of authorities and staff.  No bomb was
found.  It was a sobering reminder that we must always be on the alert.

Form ASD/MSB-197 (attached) was created to assist employees who receive a
bomb threat over the telephone.  It provides questions to ask and helps the
employee identify important information about the caller, which will assist law
enforcement.  A copy of Form ASD/MSB-197 should be placed by every telephone.
The first page of the State of California Directory also contains a helpful guide of
what to do and ask in case of a bomb threat.  All threats will be taken seriously and
will be reported to law enforcement.

3. What You Can Do to Protect Yourself in the Workplace

Learn what you can do to protect yourself in the workplace by reading the attached
document.  ARB makes every effort to make the workplace safe for their employees.
All buildings are now secure with key card access entry, which can only be effective
if the doors shut tightly behind us.

Document your meeting by using Form HS-1 "Safety Meeting Report" which I have
attached for your convenience.  This can also be used, if you choose, to route the
information to each employee.  This record should be kept in your files for one year.

Attachment

cc:  Administrative Liaisons






